
ATAAPS TRAINNG

Certifying Time Sheet



Open the following 
website:  

https://ataaps.cds.disa.mil

https://ataaps.cds.disa.mil/


Select “IMCOM Ver…”



Select “OK”



Input: 
Login Name: first name_last name

Password:  “user set” after first login
Data Source:  “IMCOM3”



Select “Certification”



Select the appropriate roster for 
which you certify from the drop 

down list



Example of certifying roster 
name



Once appropriate roster is 
selected, choose the “Begin Pay 

Period”



Once “Begin Pay Period” is 
selected, click “PayPeriod”



A warning in “red” will indicated 
when the certification window 

opens…..if not already



Once certification window is 
open, certify the employee’s 
time by clicking the “certify”
button next to their name

* If an employees block is still 
grayed out – the employee has 
not completed their ATAAPS 

time sheet – contact employee 
immediately



Once certification is complete, 
click “save”


